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ljifo k"0ff{Í k/LIff k|0ffnL 

cGtjf{tf{ #) df}lvs 

 

b|i6Jo M 

1. lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'a} x'g]5 .   

2. k|yd / låtLo kqsf] lnlvt k/LIff 5'§f5'§} x'g]5 . 

3. lnlvt k/LIffdf ;f]lwg] k|Zg;+Vof / cÍef/ oyf;Dej ;DalGwt kq÷ljifodf lbO{P cg';f/ x''g]5 . 

4. j:t'ut ax'j}slNks (Multiple Choice) k|Zgx?sf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) k|ltzt 

cÍ s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cÍ lbOg] 5}g / cÍ s§f klg ul/g] 5}g . 

5. j:t'ut ax'j}slNks x'g] k/LIffdf k/LIffyL{n] pQ/ n]Vbf c+u|]hL 7"nf] cIf/x? (Capital letters): A, B, C, 

D df n]Vg'kg]{5 . ;fgf] cIf/x? (Small letters): a, b, c, d n]v]sf] jf cGo s'g} ;ª\s]t u/]sf] eP ;a} 

pQ/k'l:tsf /2 x'g]5 .  

6. ax'j}slNks k|Zgx? x'g] k/LIffdf s'g} k|sf/sf] SofNs'n]6/ (Calculator) k|of]u ug{ kfOg] 5}g . 

7. ljifout k|Zgx?sf] xsdf Pp6} k|Zgsf b'O{ jf b'O{eGbf a9L efu (Two or more parts of a single 

question) jf Pp6f k|Zg cGtu{t b'O{ jf a9L l6Kk0fLx¿ (Short notes) ;f]Wg ;lsg] 5 .  

8. ljifout k|Zgdf k|To]s kq÷ljifosf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx? x'g]5g\ . kl/IffyL{n] k|To]s 

v08sf k|Zgx?sf] pQ/ ;f]xL v08sf pQ/k'l:tsfdf n]Vg'kg]{5 .  

9. o; kf7\oqmd of]hgf cGtu{tsf kq÷ljifosf ljifoj:t''df h];'s} n]lvPsf] ePtf klg kf7\oqmddf k/]sf 

sfg"g, P]g, lgod, ljlgod tyf gLltx¿ k/LIffsf] ldlteGbf # dlxgf cufl8 -;+zf]w gePsf jf ;+zf]wg 

eO{ x6fO{Psf jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; kf7\qmddf k/]sf] ;Demg''' kb{5 . 

10. k|yd r/0fsf] k/LIffaf6 5gf}6 ePsf pDd]bjf/x?nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt u/fOg]5 . 

11. kf7\oqmd :jLs[Tf ldlt M @)*)÷)!÷!( 
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k|yd kq M   

;]jf ;DaGwL / ;+:yfut 1fg 

v08 -s_ –  -*) cÍ_  

-$) k|Zg × @ cÍ Ö *) cÍ_ 

1. Types and Function of Libraries / Planning Library Building  

1.1 Academic 

1.2 Public library 

1.3 National library 

1.4 Special library 

1.5 Private library 

1.6 Depository library 

1.7 Preliminary consideration 

1.8 Location 

1.9 Space planning for various areas 

1.10 Furnishing (library furniture) 

1.11 Environmental controls 

1.12 Standards and work flows 

1.13 Agronomy 

1.14 Illumination (lighting) 

1.15 Ventilation 

1.16 Sanitation & humidity 
 

2. Library Committees       

2.1 Needs, purpose & functions of library committees  

2.2 Librarian & library committees 

2.3 Library rules & regulations 

2.4 Library brochures 
 

3. Catalogue /Types, Codes and Description of Cataloguing    

3.1 Concept & evolutions 

3.2 Need & Purpose 

3.3 Objectives 

3.4 Types of catalogue 

3.5 Library catalogue & their types 

3.6 Physical form of catalogue (card, form, book form : sheaf form) 

3.7 Subject catalogue functions 

3.8 C.C. alphabetical subject catalogue 

3.9 Subject headings 
 

4. Database Management System/Comparative Study of Competitive Biographic Software 

Package & Database            

4.1 Basic database concept (records & fields)  

4.2 Boolean queries 

4.3 Design of database 

4.4 Input & output format 

4.5 Computer application for library management 

4.6 Dbase 

4.7 Card box 

4.8 CDS/ISIS 

4.9 Reference materials 

4.10 Materials required in catalogue department 
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5. Acquisition of Library Materials       

5.1 E-library: concept & practice 

5.2 Acquisition of print materials 

 

6. Personnel Management     

6.1 Job description 

6.2 Manpower planning 

6.3 Staff requirement 

6.4 Qualities of library staff 

6.5 Library administration & organization 

 

7. Management Information System (MIS)      

7.1 Introduction, importance, evolution of MIS 

7.2  Computer & MIS 

7.3  Logical functions of MIS 

7.4  Typical management of information system 

7.5  Future of MIS  

 

8. Management          

8.1 Motivation& morale 

8.2 Decision making process 

8.3 Leadership 

8.4 Communication skills 

8.5 Grievance handling 

8.6 Record  management 

8.7 Team work 

 

9. Hospitality        

9.1 Hospitality behavior 

9.2 Personality, Grooming, Performance, Etiquette 

9.3 Hospitality as service industry   

 

10. ;+:yfut 1fg / ;Dj4 sfg"gx¿  

10.1 g]kfn ko{6g tyf xf]6n Joj:yfkg k|lti7fgsf] :yfkgf, nIo, ;+u7gfTds ;+/rgf / p2]Zo 

10.2 g]kfndf ko{6g k|j¢{gsf If]qdf dGqfnosf] e"ldsf 

10.3 g]kfn ko{6g tyf xf]6n Joj:yfkg ;ldlt u7g cfb]z, @)@( 

10.4 g]kfn ko{6g tyf xf]6n Joj:yfkg k|lti7fg sd{rf/L ;]jf zt{ lgodfjnL, @)^! 

10.5 UNO, UNWTO, ICAO, IATA, PATA / ko{6g ;DaGwL /fli6«o ;+3 ;+:yf Pj+ ko{6g ultljlw  

10.6 g]kfnsf] ;+ljwfg -ko{6g ;DaGwL Joj:yf_ 

10.7 ko{6g gLlt, @)^% 

10.8 k':tsfno tyf ;"rgf ;]jf /fli6«o gLlt, @)^$  

10.9 k|ltlnlk clwsf/ P]g, @)%( / lgodfjnL, @)^! 

11.1 International and Regional Institutions : IFLA, UNESCO, NISCAIR, INASP/PERI, 

eIFL.net, WIPO 
 

k|yd kqsf] kf7\oqmdsf OsfOaf6 k/LIffdf oyf;Dej b]xfo adf]lhd k|Zgx? ;f]lwg] 5 . 

kf7\oqmdsf OsfO 1 2 3 4 5 6 7 8 9 10 

k|Zg ;+Vof 10 5 6 6 5 2 2 2 2 10 
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låtLo kq M ;]jf ;DaGwL 

Section (A) - (60 Marks) 

1. Types and Function of Libraries / Planning Library Building      (20 Marks) 

1.1 Academic 

1.2 Public library 

1.3 National library 

1.4 Special library 

1.5 Private library 

1.6 Depository library 

1.7 Preliminary consideration 

1.8 Location 

1.9 Space planning for various areas 

1.10 Furnishing (library furniture) 

1.11 Environmental controls 

1.12 Standards and work flows 

1.13 Agronomy 

1.14 Illumination (lighting) 

1.15 Ventilation 

1.16 Sanitation & humidity 

 

2. Library Committees         (10 Marks) 

2.1 Needs, purpose & functions of library committees  

2.2 Librarian & library committees 

2.3 Library rules & regulations 

2.4 Library brochures 

 

3. Catalogue /Types, Codes and Description of Cataloguing    (10 Marks) 

3.1 Concept & evolutions 

3.2 Need & Purpose 

3.3 Objectives 

3.4 Types of catalogue 

3.5 Library catalogue & their types 

3.6 Physical form of catalogue (card, form, book form : sheaf form) 

3.7 Subject catalogue functions 

3.8 C.C. alphabetical subject catalogue 

3.9 Subject headings 

 

4. Database Management System/Comparative Study of Competitive Biographic 

Software Package & Database            (10 Marks) 

4.1 Basic database concept (records & fields)  

4.2 Boolean queries 

4.3 Design of database 

4.4 Input & output format 

4.5 Computer application for library management 

4.6 Dbase 

4.7 Card box 

4.8 CDS/ISIS 

4.9 Reference materials 

4.10 Materials required in catalogue department 
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5. Acquisition of Library Materials       (10 Marks) 

5.1  E-library: concept & practice 

5.2 Acquisition of print materials 

 

Section (B) - (40 Marks) 

6. Personnel Management       (10 Marks) 

6.1 Job description 

6.2 Manpower planning 

6.3 Staff requirement 

6.4 Qualities of library staff 

6.5 Library administration & organization 

 

7. Management Information System (MIS)      (10 Marks) 

7.1 Introduction, importance, evolution of MIS 

7.2 Computer & MIS 

7.3 Logical functions of MIS 

7.4 Typical management of information system 

7.5 Future of MIS  

 

8. Management          (10 Marks) 

8.1 Motivation& morale 

8.2  Decision making process 

8.3  Leadership 

8.4 Communication skills 

8.5 Grievance handling 

8.6  Record  management 

8.7 Team work 

 

9. Hospitality         (10 Marks) 

9.1 Hospitality behavior 

9.2 Personality, Grooming, Performance, Etiquette 

9.3 Hospitality as service industry   
 

låtLo kqsf] nflu oyf;Dej lgDgfg';f/ k|Zgx? ;f]lwg]5 . 

 

låtLo kq  

kq ljifo v08 cÍef/ ljifout k|Zg 

låtLo ;]jf ;DaGwL 
(A) ^) ^ k|Zg × !) cÍ = ^) 

(B) $) $ k|Zg × !) cÍ = $) 

 
 


